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RECRUIT & SELECTION PROCESS 
 

DELEGATED EXAMINING UNIT (DEU) CASE SAMPLE 
(including Special Pay and Job Code/Position Number Request subprocesses) 

 
1.  HR SPECIALIST 
 
a.  HR Specialist initiates RECRUITMENT & SELECTION action input sheet. 



 

b. HR Specialist selects “Submit to Subprocess” and clicks on  to end the “Initiate 
Action” process and retrieve the “Recruitment & Selection” input sheet. 

 

 
 

An automatic email notice that the Recruit & Selection action has been received in HR is sent 
to the addressee(s) shown in the AO’s Email Address field of the input sheet, for example: 
 

 
 

HR Specialist receives e-mail or WiTS pop-up window notification that a new workitem has 
been received. 

 

 
 



 
c. HR Specialist opens Recruit & Selection action to retrieve the two-page input sheet.  From 

Page 1, click on  to open Page 2. 
 

 
 

 

09 

 
 
 



 
 
d. On Page 2, HR Specialist completes the relevant pre-announcement data fields in the 

Recruit & Selection section of the input sheet.    
 
e. Write WiTS transaction number on your corresponding hardcopy case file. 
 

 
 

f. Click “Partially Save”   button to save this partial information to the report database 
and close the work item. 

 

 



When vacancy announcement is posted, HR Specialist opens Recruit & Selection action to 
retrieve and update page 2 of the input sheet.  From Page 1, click on  to open Page 2.   

IMPORTANT:  If not already enabled, immediately click on the “Enable Editing”  
button, making sure that the button is selected as shown in screenshot number 8 below.   
 

2. HR Specialist updates input sheet by completing the relevant vacancy announcement data 
fields.  

 

 
 

Click “Partially Save”   button to save this partial information to the report database 
and close the work item. 

 

 



3. a.  When certificate is issued, HR Specialist opens Recruit & Selection action to retrieve and 
update page 2 of the input sheet.  From Page 1, click on  to open Page 2.   

IMPORTANT:  If not already enabled, immediately click on the “Enable Editing”  
button, making sure that the button is selected as shown in screenshot below.   

 
b. Update input sheet by completing relevant DEU certificate data fields.  

 

 
 

c. Click “Partially Save”   button to save this partial information to the report database 
and close the workitem. 

 

 



 
 
4. a.  When certificate is returned by selecting official, job offer is made, special pay is  
 determined, and EOD is set, HR Specialist opens Recruit & Selection action to retrieve  
 and update the two-page input sheet.  

(NOTE:  These activites may need to be entered at different times to accurately reflect current status.  If  
so, repeat steps 10-12 above and update the relevant data fields as often as necessary.) 

IMPORTANT:  If not already enabled, immediately click on the “Enable Editing”  
button, making sure that the button is selected as shown in 3.a. above.   This is particularly 
important for older actions initiated before 11/4/04. 
 

On Page 1, complete data fields as appropriate for the type of action.  This is an example 
of a selection that results in a new career-conditional appointment under DEU 
procedures.   

 



 
b. From Page 1, click on  to open and complete relevant DEU certificate and selection 

data fields on Page 2.   
 
c. Partially save. 
 

  
 
d. HR Specialist determines whether special pay process is necessary and follows either step 

“a” or step “b” below: 
 

a.   If the case does not involve one or more special pays—ATM, 3Rs, PSP, and/or  
      PCA—skip the “Proceed to Pay Process” and go to step 17 to initiate a Job 
     Code/Position Number Request. 

    OR 
b. If the case does involve one or more special pays—ATM, 3Rs, PSP, and/or  

PCA—HR Specialist selects “Proceed to Pay Process” and clicks on  to retrieve 
the Pay input sheet as shown in the ATM example below. 

 
 



 
 

From Page 1, click on  to open and complete relevant Pay data fields on Page 2.   

 

 

HR Specialist selects “Submit” and clicks on  to return the action back to the 
Recruit & Selection process in the HR Specialist’s worklist.   
 

 
 
 



e. HR Specialist immediately opens Recruit & Selection action to retrieve the two-page input 
sheet and completes page 2 as necessary.   

 

 



 
f. a).   HR Specialist initiates JOB CODE/POSITION NUMBER (JCPN) REQUEST action  
 input sheet. 
 

b). Click on JCPN tab.  ((NOTE:  The JC/PN activity may be initiated individually and at any time in the 
Recruit & Selection process—this example requests both JC and PN at same time once selectee is 
determined). 

 
By clicking on JCPN tab, a new JCPN form will open.  The Job Code and/or Position Number sections of 
the form open after choosing the “Request Type”:  JC (opens only the Job Code Section); PN (opens only 
the Position Number Section), JC/PN (opens both the Job Code and Position Number sections) to be 
completed for each request. 

 

 
 



 
c). HR Specialist enters Job Code and/or Position Number request information as appropriate.  

This is an example of a combined Job Code and Position Number request. 
 

 
 



d). HR Specialist selects “Initiate JC/PN  Request” and clicks on  to forward the action to 
the Branch Position Management Reviewer’s worklist.     

 

 
 
2.  BRANCH PM (POSITION MANAGEMENT) REVIEWER  
 
2. The HR Specialist, who has been designated as the Branch’s PM (Position Management) 

Reviewer retrieves the action. 
a. Opens the JCPN action to retrieve. 
b. Reviews it for accuracy and completeness.   

 

 



c. Branch PM Reviewer selects “Send to Position Management Team” and clicks on  to 
forward the action to the CSD PM (Position Management) Team to process JCPN request.   

 

 
 



3.  PM (POSITION MANAGEMENT) TEAM ISSUER (CSD/OD)
 
3. a.   The PM Team Issuer opens the Job Code/Position Number Request to retrieve. 

b. Complete and issue the JCPN as appropriate.  For example, 
 

 

 
 



c. PM Team HR Specialist selects “Request Complete…” and clicks on  to assign the final 
Job Code and/or Position Number for the action.   

 
Note that this step will automatically enter the assigned Job Code and/or Position Number 
into the New Position Information section JC/PN fields of the Recruit & Selection input 
sheet and send an email notification to the HR Specialist and Branch PM Reviewer that the 
JCPN request has been completed.   

 

   
 



4.  HR SPECIALIST 
 
HR Specialist and Branch PM Reviewer receive e-mail notification that Job Code/Position 
Number request has been assigned/completed.   

 

 
 
a. HR Specialist opens Recruit & Selection action to retrieve, review, and complete any 

remaining data fields relevant to this action on page 1 of the input sheet.   
 
b. IMPORTANT:  Specifically check to make sure that the JC/PN has been issued by the PM 

Team—it will be automatically entered into the Job Code and/or Position Number fields in 
the New Position Information section of the Recruit & Selection input sheet.   

 

 



 
c. HR Specialist opens Recruit & Selection action to retrieve, review, and complete any 

remaining data fields relevant to this action on page 2 of the input sheet. 
 

 
 

 

d. HR Specialist selects “Send to HRA” and clicks on  to forward the action to the HR 
Assistant for EHRP processing.  

 

  



 
5.   HR ASSISTANT
 
HR Assistant receives e-mail or WiTS pop-up notification of new workitem. 
 
a. HR Assistant opens Recruit & Selection action to retrieve.   
 
b. Reviews and completes any remaining data fields relevant to this action on Page 1 of the 

input sheet as necessary. 
 

 



From Page 1, click on  to open Page 2 of the input sheet.  
 

On Page 2, HR Assistant reviews and completes any relevant data fields in the Recruit & 
Selection section of the input sheet and processes action in EHRP. 

 

 
 

c. HR Assistant selects “Send to SPA” and clicks on   to forward Recruit & Selection 
action to the SPA. 

 

 



 
6.   SPA 

 
d. SPA receives e-mail or WiTS pop-up notification of new workitem.   
 
e. SPA reviews pages 1, 2, and 3 and enters the Effective Date (and PSP/PCA dates if 

appropriate) on page 3 of the Recruit & Selection input sheet. 
On Page 1  -- SPA reviews Transaction Information, Current Employee/ 
Position Information, New Position Information, and Orientation Information sections 
of the Recruit & Selection input sheet. 
 

 



On Page 2  -- SPA reviews Recruit and Selection section of the Recruit & 
Selection input sheet. 
 

 



On Page 3  -- SPA reviews Pay section (only applicable if ATM, 3Rs, PSP and/or 
PCA apply to this action) of the Recruit & Selection input sheet.   
 

c. SPA enters Effective Date (and PSP/PCA dates if applicable) in SPA Action Processing 
section of the Recruit & Selection input sheet. 
 

 

d. SPA selects “Action Completed” and clicks on  to complete the WiTS Recruit & 
Selection action to move it from the Active to the Archived  bizcove.     
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